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ABSTRACT 

The Older Worker Readiness Program, a demonstration 
program funded by the Kentucky Department for Employment services 
during 1987-88 , developed three centers to provide a coaibination of 
job search skills and literacy skills for individuals over 54 who 
want to enter the work force. A job placement component eventually 
was put in place for participants who finished the course . The three 
sites, developed in cooperation with existing agencies or 
organizations and using space on college cg^puses, were in a small 
city, a larger urban area, and a metropolitan area. The key 
instructional components of the program include (1) one-to-one 
tutoring? (2) reading, writing , math, and job search curricula? (3) 
instructors who also are older than 54 and who meet Job Training 
Partnership Act low income guidelines? (4) use of the language 
experience method ? (5) active involvement of parti -^ipants in the 
planning of the instruction in order to increase their feelings of 
self-worth and motivation to continue the program? (6) use of 
computer-assisted instruction? (7) materials that are appropriate for 
adult students? <8) materials that are job related when participants 
know what job they want to prepare for? and (9) opportunities to 
practice job contact calls and interviews . (The document includes 
information on staff selection and training, participant recruitment, 
goals and objectives, evaluation, and instructional materials. Sample 
letters, a description of the entrance testing procedure , counseling 
and tutoring forms, a sample workshop agenda, a participant data 
sheet, and profiles of older workers are included. ) (CKL) 
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Older Workers Readiness Program 



Program Pescrfptlori 



AN OVERVrEW 

The Kentucky Literaq^ Commission developed the Older Worker Readiness 
Program utilizing funds available under contract witb the Department for 
Employment Services. This demonstration program, during program year 
1987-88, provides a combination of job search and literacy skills including 
reading and math training for individuals age 55 and over who wish to enter 
the workforce. In addition, a job pia<^ment component was put in place to 
assist participants completing the course. 

Older Worker Readiness Centers were developed in three sites: small city, 
urban and metropolitan. In each case, the centers were developed in 
cooperation with an existing agenqr or organization. This cooperative 
arrangement enabled programs to be more easily integrated into the 
communities. 
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KEY INSTRUCTIONAL COMPONENTS 

• Instructionai cunicuium incxjrporates reading, writing and math, as 
well as job search. Pamcipants are taught primarily on a 
one-to-one basis. These activities are supplemented by a job 
search group workshop which brings actual enqjloyers in to talk 
with participants. 

• The specially trained paraprofessional instructors are peers of the 
partidpants, also age 55 and over, who use instruction based upon 
the language experience method. 

• The participants* active involvement in the planning of the 
instruction increases their feeling of self worth and motivates 
them to continue in the program. 

« A portion of each participant's instruction utilizes computers. This 
helps the participant overcome feelings of apprehension tovmrd 
technology. 

• Materials and books have been chosen for adult students and 
integrate job search information and motivation to work into the 
content studied. Participants who wish to train for a particular 
occupation are afforded the opportunity to use aaual job-related 
manuals and relevant n^aterials in their instruction. 

• Participants are given opportunities to practice job contact calls 
and interviews, thus gaining more confidence in their ability to do 
well in job seekhig. 
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THE PROGRAM 



INTOODUCnON 

Kentuclsy has a sigmficant population of people age 55 and over, and the 
largest percentage of adults of any state who are functionally illiterate. 
Problems associated with obtaining employment are great ior all 
undereducated adults, and are multiplied for the older adult. 

An increasing number of Kentuckians are entering the "age 55 and over" 
group. As the population ages, the economic impact of this group will be 
increasingly reflected in the overall economic status of Kentucky. 

In order to support this group of individuals, special programs are needed to 
equip them with the skills necessaiy to obtain and keep employment Toward 
this end, the Older Worker Readiness Project was designed. The project, 
developed and tested during the 1987-1988 program year, was designed to 
address the specific educational and job search needs of the over-55 
population. 

TTiree sites— one rural, one urban, and one metropolitan— were chosen to 
pilot the program. Centers for training were established in cooperation with 
local sponsoring entities to enable the programs to become identified with an 
existing organization. 

BACKGROUND 

The Kentucl^ Literacy Commission has been providing funding to local 
groups to carry out literacy services to adults reading at or below the fifth 
grade level since 1985. This funding, however, was sufficient to operate only 
limited programs. Additionally, data compiled through local Employment 
Services offices indicated that a substantial number of individuals in the over 
55 age group were unsuccessful in their attempts to enter tue workforce. The 
commission, seeing an unmet need for a targeted service to individuals age 55 
and over, sought and received special funding through a contract with the 
Kentucky Department of Employment Services (JTPA, Title II-A category 
funds) to develop and t^t a program for individuals age 55 and over, 
combining literaQf and job search skills. 
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Funds for the Older Worker Readiness Centers were made available in July 
of 1987 and program development was begun. The first site was opened in 
September of 1987, the second site in November 1987 and the third site in 
February, 1988. 



PROGRAM STRUCTURE 

The Older Worker Readiness Centers combine reading and writing 
(literacy), math, and job search skill acquisition in a single non-threatening 
setting for older individuals. In addition, staff of the centers assist participants 
with job placement activities after completion of the instruction^ phase of 
the program. The curriculum and the materials for the centers have been 
spedfit^y selected for the adult learner. Community leadere and business 
people are involved in both the design of curriculum relating to job skills and 
continue as instructors in the job skills workshops offered as part of the 
center activities. 

The centers utilize several unique components in their delivery of services: 

1. They each operate on a college campus (in donated spaco). 

2. The instructors in the program are peers of the 
participants —also age 55 and over, and they are themselves 
JTPA eligible, meeting low income guidelines. Hie instructors 
receive extensive training in working with adults and thus 
develop marketable skills. 

3 The instruction is learner-directed as much as possible, with the 
participants being very involved in deciding what types of 
materials they prefer and what skills they wish to begin 
acquiring. 

4. All partidpants are instructed in part, with specially designed 
computer programs for adults (low reading level, high interest). 
These inexpensive software programs are suitable for use in a 
variety of adult edu<^tion settings. (See Appendix I, Ust of 

Imtmcthmd Mat&iak). 

5. The senior trainer works with community businesses to help 
secure job placements. 
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The Older Worker Readiness Centera btq open Monday through Friday from 
9:00 a.m. to 5:00 pjn. Participants are allowed to schedule their individual 
appointment for instruction at a time convenient to their schedule, typically 
two hours, two tinies per week. Completion of the program is determined by 
go^ attainment, rather than fulfiUment of a set number of instnictioiial hours. 

Group activities, Le, Job Search Workshops, are structured more formally, 
with a specified number of hours required Community business 
representatives are brought in to assist in teaching the workshops. In 
instances where partidpant transportation is unavailable, staff travel to 
adjoining areas to provide instruction. 

STAFF SELECTION and TRAINING 

Applications for Older Worker Readiness Center staff are obtained through 
local newspaper advertising, the IDepartment of Employment Services, and 
contacts with lo<^ persons interested in the literacy effort and in job training. 
After the sa-eening and interview processes, the director and the program 
coordinator select three staff members for eadi center a senior trainer and 
two trainers who meet JTPA age and income eligibility requirement. In 
addition, staff members are selected on the basis of education, previous 
ejqjerience in teaching and/or tutoring, previous experience in administration 
(for the Senior Trainer), and personal qualities judged hnportant for effective 
tutoring, including the ability to listen attentively and speak clearly, a positive 
attitude toward teaching and learning, and a desire to help others. 

After staff selection, training is accomplished m two stages: 

1. An initial three-week course especially designed for older 
worker program staff conducted by the program director, the 
program coordinator, and educational consultants; 

2, On-going weekly in-service training seminars planned by the 
Program Coordinator. 

The course provides an orientation to literacy, the goals of the Older Worker 
Readiness Program, and the functions rf the lo<^ Department of 
Employment Services office. This general orientation is followed by a 
presentation on the strengths and special needs of the older adult learner. A 
major segment of the course includes instruction in computer use, developing 
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job se^ch skills, tutoring math, and tutoring reading using the langu^e 
e^rience approach and a basal series in coiyunction with this approach. 
After attending sessions oa intake procedures, record-keeping, testing, and 
recruitment planmng, stafif membere study instructional materials and 
observe ^cperienced tutors and students at the local adult basic education 
center. In-Service ti^poing consists of weeMy seminars conducted by the 
Program Coordinator and spedal consultants. These seminars hei^ staff wim 
recniimient problems, lesson planning for participant teaching techniques, 
and other matters relating to their daily activities. Often, the Program 
Coordmator plans seminars according to needs expressed by the staff. 

Upon completion of the initia! training, each staff trainer is certified by 
Literacy Volunteers of America, one of two nationally recognized literacy 
oigani^tions. 

PARTICIPANT RECRUiTMEiSiT 

Recruitment methods and approaches are similar to other existing literacy 
and adult education programs in the service areas, except that taey are 
directed to the specific population for which the program was designed. 

The following list is an example of techniques and explanations of the 
program's recruitment efforts to date: 

1. Printed Material — Posters, flyers, brochures and cards were 
piinted and placed in as many businesses, agencies, etc. as would 
receive them. Concemrated effort was given to areas where 
older adult populations are high. (See ^pendix II, Poster). 

2. NetiiNiridng — A contact person was established at ail locations 
where printed material was left. Periodic follow-up with thesvJ 
contacts was essential. Staff were also encouraged to promote 
the program to friends and neighbors and at social gatherings in 
an inform^ manner. (This method is traditionally one of the 
more effective recruitment techniques.) 
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3. Word of Moalii ~ While sunikr to networking, it was the 
participant who communicated program information to other 
potenti^ participants. Gener^, participants are familiar with 
other individuals who are in a similar situa^on. This is usu^y an 
effective reomtment technique if current partidp^ts have had 
positive results. 

4. Referrals — Staff members contacted social service agendes, 
senior <^ntere, churches, employment services ^d the network 
that had already been established. These contacts were formal or 
infonnal depending on the referral origination. (Refer to 
Appendix EH, Lemrs). 

5. Business Community ~ Pe^onnel offices were contacted to 
post information in high draMc areas within the workplace. 
Many larger ojn^janies also provided conq)any newsletter space 
for program information. While not directed at employees, the 
program was presented to at^ct relatives, family members and 
Mends. The local Chambers of Commerce were helpful in 
distributing materials and providing awareness in the business 
(immunity. 

Importance was placed on a good foundation with businesses 
because they would be future contact for placement of dients. 
(See i^pendix m. Letters). 

6. Senior Citizen Apndes — Local senior centers, A ARP chapters 
and the lo<^ Coundl on Aging office were obvious and 
excellent contacts for direct communication with the specific 
population targeted for service. Staff who are peers of the 
service population and members of senior groups are. a natural 
link to those ^oups. 

7. Direct Mailings - Although this method did not generally have 

a high rate of success based upon percentage of response, those 
who responded were more likely to fo^aw dirough, if qualified, 
beca'ise of self-referraL 

Mailings were direaed to area diurches, businesses and to past 
eligible partidpants in JPTA programs, using lists provided by 
the Department of Employment Services. Food Stamp 
redpients also received informational ^ds through the mail 
and Et distribution centers. Results have been good with this 
inexpensive sqpproach. 
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8. Radio and Tdevisioa — Public Service Aunouacemeote were 
placed on locai radio and cable T.V, stations to help increase 

awareness. Seeming guest spote on radio and television talk 
shows was another excellent awareness tool, although 
availability was lunited in some areas. 

9. Pnblic Awar^^s — Umy load ser^ce clubs and organizations 
were pleased to offer time at meeting for information 
osnceming iood programs which would benefit the community. 

10. Displays - There were opportunities to set up information 

booths at bingos, health faii^ maUs, etc The displays ranged 
from simple posters to more elaborate slide shows. 

These activities are examples of recruitment methods that are on-going 
throughout the year. Since the three centers have been operational for less 
than a year, it is difficult to say which approaches have been most effective. 
Oirrently, center staff are logging incoming calls to determine this 
information. 



BASIC ENROLLMENT REQUIREMENTS 

Persons enrolUng in the Older Worker Readiness Program are required to 
meet specific guidelines as set forth by JTPA regulations. Center staff 
schedule an appointment with prospective participants to deteraiine their 
eligibility. 

Participants must be at lest 55 years of age, have a limited income, possess a 
limited educational skill levtl, and be interested in entering or re-entering 
the workforce. 

Income is determined by a sliding scale depending on family size. The older 
individual may be considered a family of one jmd still be eligible, even when 
combined faniily inct me is too high. EligibiMiy is ultimately verified by the 
JTPA representative at the Departs^'^nt nf Employment Services. 

Educational skill level is confirmed through pretesting (see EVALUATION), 
not by relying on the participants' reports of highest grade completed. If the 



o 

ERIC 



Page 8 

11 



Older Workers Readiness Program 



Program Description 



individuais score an 8.0 grade equivalent or less in reading or math on the 
TABE (Teste of Adult Basic Education), they meet program qualifications. 

STUDENT GOALS AND OBJECTIVES 

The primary goal of student entering the Cider Worker Readiness Program 
is employment However, those who are accepted into the program also need 
improvement in reading and/or math skills. 

Generally, partidpanis fall into two categories: those functioning below the 
5th grade level and needing an ao-oss-the-board and structured approach, 
and those who are functioning between the 5th and 8th grade level and 
requiring concentrated work in spedfic skill areas. For a detailed schematic 
of placement procedures, refer to Appendix IV, Entmncs Tes^ Pwcedi4res 
for Reading. 

Goal setting and instructionai plans related to participants' studies and 
employment are discussed as part of the initial evaluation and periodically 
updated during their enrolhnent. The participant and instructor jointly 
complete an mstructional plan, including goals and objectives (see Appendix 
V, Counseling Record Form.) A participant may enter the program with no 
specific employment objective, or may have a very specific (but sometimes 
unrealistic) objective. The center staff will increase the participant's 
awareness of the job market and potential career choices by narrowing or 
expanding the possibilities, depending on attitude, ability, and interest. 

Many adults are aesitant to admit their lack of reading skill. Therefore, staff 
are trained to be sensitive to their feelings, and employ a positive approach in 
highlight and validate psst achievements and experience. 'Ilm>ugh the 
process of exploring and amplifying previous work experience, life 
experiences and interests, participants are able to expand their career 
aspirations and the realm of job choices available to them. 

Throughout the program, emphasis on participant perception of progress is 
emphasized. All activities are geared toward the goals of the partidpant, and 
joint assessment of progress by the instructor and partidpant is possible. This 
pro<^ helps achieve a positive instructionai atmosphere and gives the 
partidpant an ongoing feeling of success. 
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Frequenfly, participants indicate a lack of confidence in their abttitj' to leam. 
ImpUv n the imtmctional plan are activities geared to allow the participant 
to see hi -iseif as successfiil and to help him gain confidence. 



While job placement is a goal of the program, evidence that participants have 
acquired skills necessary to locate job oppommities <an be measured by the 
quality of the job search plans and the nmnber of job interviews obtained by 
the participants. 

INSTRUCnON 

Hie Older Worker Readiness Centers provide instruction in reading, writing, 
math, and job search skills for persons over 55 scoring 8.0 or below on the 
Test of Adult Basic Education. 

Method 

Thij primary mode of instruction, one-on-one peer tutoring, offers 
the following advantages for participants. 

1. The content of the instructional program can be exactly 
tailored to meet the needs and goals of each participant. 

2. The participant is able to progress at his/her own rate. 

3. One-on-one tutoring alleviates older persons' fears of 
returning to traditional classrooms, frequently associated 
with past Mure to learn, 

4. Because of similarity in age, participants and mstructors share 
many memories of tiie past and often a common frame of 
reference This shared experience promotes a rapport 
between participant and instructor and provides a basis for 
the discussions which accomi: ny reading and wi 'tiii^ 
instmctioEL 

5. The instruaore' undivided attention focusing on the 
partic^jant during sessions creates a very supportive and 
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motl^^ting ermronment for the partidpact and a rewarding 
one for the instnictor. 

Center staff keep contmuous records of each participant's 
instnictiooal activities to insure that participant are making 
progress toward stated goals (see Appendix VI, Ihtomig Record), 

Materiais 

Instructional tools include basal reading, writing, and math texts, as 
well as supplementary printed material and a>mputer software. In 
addition to their over-aU quality, materials were selected because of 
their appeal to the interests of older persons rather than children or 
adoies<^nts. (See i^pendix I, List oflnstrucdonal Matenals), 

Content 

Math instruction focuses on helping participants understand 
concepts and operations within the context of daily living and 
writing. The following topics are included: whole numbers 
(addition, subtraction, multiplication, division), fractions, decimals, 
percents, graphs, measurement, and word problems. 

Reading instruction at beginning levels (D-Sth grade) emphasizes 
the acquisition of word recognition skills (sight words, phonics, 
structural analysis, context clues and word families) through use of 
the language experience approadi in conjunction with a basal series. 
Comprehension skills such as recalling facts and details, locating the 
main idea and supporting details, putting events and ideas in 
sequential order, and drawing a)nclusion% are also tau^t 

At higher levels, vocabulary development and advanced 
comprehension skills such as dn^wing inferences and understanding 
figurative language, are the focus of instruction. At all levels, job 
search related tasks, such as reading help wanted ads and 
understanding questions on a job application, are incorporated in 
the instructional activities plan. 

Writing assignments include expressive compositions, allowing the 
writer to draw upor?. his pe!.*sonal experience for content, as well as 
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transactioLal (practice) job-delated assignments, such as 
apptotions. forms, 1 ^.r»en, and resumes. Staff are trained to teach 
writing as a process, requesting multiple drafts sad treatiug editing 
3S the final stage. Spelling, punctuation, and usage are taught in the 
context of the writer's own work, with selected workbook 
assipuiKnts used to clarify understanding of pardcular problems. 

Job search skills indude fiUing out appU<ations, resume writing, 
practice interviewing and other activities to enable the client to find 
work. In addition to one-on-one tutoring, a twenty-^ve-hour, 
week-4ong workshop is conducted every sue weeks for new clients. 
(See Appendix VII, Smnpk Woricskop Pw^wn), 

EVALUATION 

While program outcomes include both program and participant progress, the 
program must first be successful in attracting students and then producing the 
learning e^qjerienc^. The opinion of participants is dso an important part of 
the overall evaluation. 

Program 

The program model discussed here is unique m that it combines two 
services normally provided separately into a single program. Long 
range effect of this combined program will be evaluated by job 
longevity of the participants — the extent to v«^hich their a<x|mred 
skills serve them in their jobs. Immediate benefit of the program is 
measured in the numbers of students who enroll and the percentage 
who are retained and complete their histructioiL 

Pardclpants 

Participants are given an on-gomg opportunity to describe the 
extent to which tii^ are satisfied with tiieir experiences in the 
program and the degree to which the programs meet their 
instmctional needs and goals. Their final evaluation is formally 
recorded (See Appendix Vin, Student Data Sheet), 
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Progress is determined by different measi jred between the pre- 
and post-insmictioa administradon of the TABE. Tliis test provides 
objective measurement of improvement in the areas of vocabulary 
acquisition, reading comprehension, math computation, and math 
concepts. In addition, the application of acquired skills is 
determined by a survey completed by the participants at program 
entiy and exit The survey requires participants to indicate what type 
of reading th^ customarily do, how much time they spend reading 
and the ease with which they understand the content of documents 
they read in the course of daily living. (See i*^)pendix IX, Par^ipa^a 
Histofy). 

Participants often come to the program with a limited knowledge of 
(sreer choi<^. For this reason, career es^Ioration and realistic 
identifi<ation are incorporated mto program activities. Tht extent to 
which partidpants learn of new meers and potential ^reer choices 
and their ability to delineate thes-^ choices,compri$e an accurate 
indicator of progr^ in this area. The ability to articulate several 
appropriate career choice quite oven enables participants to view 
the worlqjlac^ more as an environment of opportunity. This is 
evidenced by tracking career goals changes throughout instruction. 

Job plaoiment is a primary goal of the progrg-n. For partidpants 
who enroll in the Older Worker Readiness Pro^-ams, progress 
toward that goal can be assessed prior to their completion. 
Identification of appropriate <^eer choi<^ is one method of 
assessment Evidence that partidpants have acquired the 
confidence and skills necessary to locate job opportunities can be 
measured in the number of job mterviews obtained by the 
partidpants. 

Evaluation instruments will be refined to produce more easily 
analyzed data, as the number of partidpants completing the 
program in<a*eases. Frequent counts of responses will enable 
open-ended questions to be reformatted into objective answers. 
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Target objectives for a person who successfully completes the Older 
Worker Readiness Program will include, but are not limited to, the 
following job-related tasls: 

• Read and accurately complete a job application form. 

• Read newspaper help-wanted ads and other job opening 
announcements. 

• R^pond ^propriately to common interview questions. 

• En^loy appropriate dress and body language during the interview 

• Read and underst^d common signs^ warning, labels, and notices. 

e Follow written and oral directions administered in ordinary 
language. 

• Write simple messages. 

• Read job-related instructional materials written in ordinary 
lanpiage. 

• Read a time schedule. 

• Fill out a time sheet 

• Read a bill of lading. 

• Arrange words in alpha order. 

• Fill out a simple receipt. 

• Read a bus schedule and follow a map. 

• Compute sales tax/read a printed tax table. 
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UST OF INSTRUCTIONAL MATERIALS 



BASAL TEXTS 



Comemporaiy. 
Steck-Vaughn. 
Sajtt-Forsmaa. 

Mathematics 
Scott-Forsman. 
Contemporary. 

WritiHg 
Contemporary. 
Contemporary. 



New B^ifmif^ m Readm^ 
Reading SMttsforAdidts 
S^dUs for Raiding, Bks. A ami B 



E^entkd Mathefrmd^ for L^e 
Number Powesr 



Shaping Semertces 
UfeSkillsWrit^ 



SUPPLEMENTARY MATERIALS 
Reading 

Cambridge. Aditk Literacy Series 

Sm^shots: A CoUectmn of Readings for Adults 
FoUmABE Readii^ Pr^wn 
Eniermg the Read^-'s World 
Living in the Reader*s World. 

Scott-Forsman. AduU Readm Ubrary 

Aduit Readir^ Comprehension 

New Reader's Press. The Sundown Collection 

Tal^withaTwm 
People and Places 
In Ae Know 
More Stories 
News for You 
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BaraellLoft Profiles of Black Amerkam 

Jamestown. Aduh Learner ^ries 

JamesUiwn Classics 
Disasters 
Heroes 
Mons^ 
Phenomena 

Fearon. Tale Spinners I 

Payback Crime and Detection Series 
War Flashbacks 
Diaster Flashbacks 
L^eTmml 

Job Search and Life Skills 

Cambridge, Know-How Series 

FoUett Coping Skills Series 

Fearon. Careers: Fjq^hrmions and Dedsions 

How To Ltmk Good to an Employer 
The Job Box 
Finding a Job 
Keeping a Job 
Attitudes for Work 
Workmg Makes Sense 



New Reader*s Press. To the Point on Money Management (Series), 

Practice in Survival Reading (Series). 

Steck-Vaughn. Aduk Heading Collection 

How to Get a Job md Keep It 

Ufe-Coping SWs Series 

Famify Devek^meru Series (Selected). 

J anus. Job Application Fde 

Interview Guide 
Job Planner 

Changing Times Education Service. Practical Job Skills Series 
Mathematics 



Steck-Vaughn. Steps to MatheniOtks 

Mathematics Pic^ "mce Series 

Cambridge. Bask Skills with Math 
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Writing 

Steck-Vaughn. 

New Readers Press. 



Cambridge. 

Computer Software 

Educational Activities, Inc. 



Impmvir^ Your Handwntir^ 
Laii^d^ in Daify Lmng 
Speila^Sieps 

F^Un^ lUustmted 

FeeUngSf Thoi^h^ and Dreams 

Wridr^Actimtiesfor Newsp€iper Readers 

WfkmgMe 

Write All About It 

Wrkingto Others 

FlHmg Out Forms 

Put It in Writing 



Microcomputer Educational 
Programs. 



Broderbund. 



Core Read^ and Vocabulary Development 
Fundamentals of Reading 
Our WMcmd Oozy World 
Readabilty Index 

Basic Math Competency Skill Building 
Keyboarding 
Smtta Fe Tnul 
Math for Everyday Living 
Intro to Math on Computer 
CompU'Solve 
Corr^uter Assisted Writing 
Rov-A-Bot 

How to Read for Everyday Living 
Mystery Maze 

Job Readit^ Series 
Jobs in Today^s World 
Improving Your Self-Concept 

Bank Street Writer Plus 
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Appendix TXt ^ost&t 



OLDER WORKER 
READINESS CENTER 




For people over 55 who want to 

• Get a job or find a better job 

• Improve reading and math skills 

• Receive help with job applications 

and interviewing 

CALL: 769-6706 

Sponsored by the Cabinet for Human Resources, 
Kentucky Literacy Commission and the Department for 
Employment Services in cooperation with 
Elizabethtown Community College 

KoAucky 



ERIC 



CommlastoM ^ m g J 




Liteiacy 

conm.^ Older Worker Readiness Center 

Eiizabetfatown Community College 
College Street Road 
Elizabcthtown, KY 42701 

Patricia Gletch, Director 
Mary Anne Reiss, CmrdinMer 
La Verne Jones, Smior Trainer 

Dear Personnel Director: 

EXPERIENCE 
RELIABILITY 

DEDICATION TO WORK 
WILLINGNESS TO WORK PART-TIME 

to know^^haf ^^^"^ employees with these qualities, you may be interested 

other employers nave round older workers, pe rsons bb and over ^to 
ll llu ^^er-?'"P oy^ent needs. Some of these workers seek part-time 
as well as full-time employment In order to supplement social secuHtv 
sincome; others simply have a desire to remaln^L^ivfln t^l v^rkf^Je 

Mflttl TXt'' ^""^""^ ^^^"3 people-skills, maturtt^ anS a 

n retime of work experience. 

IhI nlt^"^ u^''!!^'' Proqrm at the Department of Employment Services and 
Trt .ItTJT^^'' Readiness Center at EllzabethtoSn Community College 
are assisting persons 55 and older to find employment. The Dcoartment 

SL?2fi°r"' ' ^^^^^ workers wltTa 

variety of work experience, and the Older Worker Readiness Center Is 
providing assistance with basic reading, math, and job felrch skil s 
for those who need and want such help. scarcn sKins 

Since many older persons are Interested in work other than that which 

^h^^f h^r^l^^'^^ performed, their new employers may be eligible for 
^n^r^°^^''f'"'"S contracts, which reimburse the employer oni-half 
iVtl «<er's wage for a period of two to six months. Older workers 
?ull?t1ml'Sork!" ^^^^"^'"9 P^^Sr-ams for part-time as wen Is 

If you, like 

dependable, flexible, work-oriented individuals to Hil positions In 

rjerilTn^tSfrnf ''.''i^ '5" Department of Employment erv cls 
at 769-3316 or the Older Worker Readiness Center at 769-6706 for 
referrals from the Older Worker Program. 

Sincerely, 



John Glenn, Older Worker Specialist 
Department of Employment Services 

LaVerne Jones, Senior Trainer 
Older Worker Readiness Center 
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Literacy ms^ndiK III, Lett^ 

Older Worker Readiness Center 

Eiiz^ethtown Community CoHege 
College Ssreet Road 
EUzabjthtown, KY 42701 

Patricia Gleich, Dimtor 
Mary Anne Reiss, CmrMnator 
La Verne Jones, Senior Trainer 

OeajT Pastor: 

Do you know this person: an intiiviaial over SS with a Xl®ited ^ucaUoa 
aiui a desire for a job aud/or the oppfijrtuaity for self-liEproveaient? 

Because modem teiericaa society is youth-oriented, the basic human 
needs of older persons are often igiKared and umet. Even after a Ufe- 
time of ^«ork, older persons may lack eos^saic aelf-«uf<ficiescy, the opsor- 

,2 ^ Pe-^oaai intellectual frewtai. and a sense of self-worth 
gained through ahari^ acquired skills and kncwXedge. «hea older fsersons 
ratira fr^a work, lose a apcmae, or ea^erieace children leading home, 
tiiey may feel useless aM isolated. 

Sie ich search skills p^graa j^^es assistance in f iliii^ out applicatiows , 
res^aae writing, and iaterviasdj^. Center staff ai^ the Older «ft>rker 
^cialist at the l^pactaaent of a^lsysent Services help ciieats fii«i jobs. 

our tutors, %^o are «ulso SS or older, are trained to tea<^ reading to 
parsons who cannot read at all, as well as to those who read at any level 
through |i--"<SS). Math and writii^ instruction are offered on l^ie same 
levels, m instanietion is individualized, depeMing on the needs as^ 
interests of the clients, and is provided in one-oa-eae tutoring sessions 
rather than in traditional classrooms. Print am2 computer instructional 
Eatsriais h«.ve been carefully selected for tiieir appeal to the interests 
of older pejraona, rather than to <diildren or adolescents, 

we are aakii^ your help la making potential clients aware of our program. 
You can assist us in the following ways: 

IJ Identify older people in your congregation who may need want 
our services aM ask these people to call us at 678-0551 or to 
c^« by the Center Clecated two doors down frtm geaay's at the 
Sc^erset Sail. 

2) Invite us to speak at a senior citizens group, if your churtA 
has one. 

3) Place a notice about our program in yotar church's newsletter 
Csazople enclosed) . 

4) Post the e^losed flyer where church moobers wiU see it. 

In toUittf people of our Center, please stress that fK-.^ «- 

for instructional materials or Ll^^. .there is no charge 

improvement in the guaUty of Ufe for older persons will hmr^f^^ 
entire co^ty, aM we are grateful for wha?^^p Jou^ or^^d« 
. to make others aware of our program. If you need fuJSeTLf 
please call us at 678-0551. *wi^er loxotmatioa. 

Sincerely, 
Mary Anne Reiss, 

<d P Q Pr^fraa Cooi^ULnator 
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?^?^idix Entrance !Ifestdjfig Pnxjedures for Reading 



etsTTRftNCE TESTIIVS PROCEDURES FOR READING 



fldministgf" TABS Locator} " 



Client is unable to 
tmUm TABS Lo&Ator^. 



4f 



Administer {^^Stf 
Beoinninos Placmtent 
Test ac2Cord4ng to 
diinrct ions# 



fidwinister TABS «. or D CForm S), 
a ccording t o Locator vocabulary scores. 

X I — — 



Piece client in 
eporoprlAte took* 



Blue Books 
Ked Book! 
Sreen Books 
Brown Book 2 



RL £-3 
RL 3-4 
RL 

RL 5-6 



Client 


scores 


I C. 






C- 


■cores 




Cs scoras 


8« S or 


below 




S - 4. § 






S - 6«S 




S. 6 - S.O 








4^ 


I 







^^minister tview 

Beginnings 

P 1 aeement Test f 

^Reading** and 

**Phonics. 

pp. 3-9. 



Place client in 
appropriate 
dook of New 
B eginnings ^ QR 

the client 
scores hi^h 
enough to be 
a 1 aced in £ nde*- 
oendent Rapadxn^® 
in New B@Qinninps « 
select A tent from 
Readme Skills for 



Place 
client in 
Reading 

Skills for 



PjdultS i, 
according 
to tH0 
TABE Bcor^ 
and the 
guidelines 
below. 



^ulta according 
to the TABE scores 
and the guidelines 
below* 



Level As 

Level Bt 



RL 7 
RL e 



Place 
client in 

Reading 



Skills 



far 

Adults 
or Skills 
for 

Reading, 



according 
to the 
TABE 

score and 
the 

guideline 
oelow. 



Suoplementary materials siay be used in addition to basal textsi 
individualised job search reading faaterials are to be used with 
all clients, tailored to their Interest and ability levels. 
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Qusm mmsm* RSAOinEss pioo^ 



Ti .er's Name 



Student's Test Scores s Slosso^ 



Student*! Coals 

tca§ Hengi& . 



Short Rtnge^ 



Outline of in^tnictional Plen (Include &{Sid1 end sti^pl^nentel mater-ils) 



Aeeom|>!lshfl»nt$ Toiierd Coels 

S«b9««1 Date of Accompli ^hmcnt 

Target Oate 



TUTORING RECORD 



Naffio cf Student__ 
Kame of Tuto r 



iDate 



Time 



Lesson/Ictivlt^f 
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<?^:p^>dix VH, Sample ^ferl^hop i^rogram 



OLDER WORKER READINESS CENTER 
ELI2ABETHT0WN COMMUNITY COLLEGE 
ELI2ABETET0WN, KENTUCKY 

Job Search Workshop 



March 21^ 1988 
9:00 - Introduction and Welcome - 

9 sis - latere? t Inventory - 

10:00 - Overall View of Older Worker - 



11:30 
1:00 



- Limch 

- Filling Out Applications - 



March 22, 1988 
9:00 



11:30 
1:00 



- Resumes and Letters 
of Application - 



- Lunch 

- "I Can Attitude" - 



La Verne Jones, 
Senior Trainer 

Older Worker Readiness Center 

Frances Thompson, 

Frances Burton, 

Staff of Oldur Worker Center 

Sharon Britton, 

Coordinator for Education and 

Older Worker Program 

Dept. of at^loyment Services 

Division for Job Training 

Frankfort , Kentucky 



Mary Anne leiss, 
State Program Coordinator 
Older Worker Readiness Center 
Elisabethtown, Kentucky 



Charles P. Spataro, 
Assistant Professor 
Career and Placement Counselor 
Elizabethtown Community College 



Dianne Owsley, 

Associate Professor of Psychology 
and Sociology, 

Division Chairperson of Social 
and Behavioral Science Division, 
Elizabethtown Community College 



March 23, 1988 



9:00 - GATBY - 

11:00 - Lunch 
1:00 - Work Habits - 

March 24. 1988 

9:00 - Dress & Practical 
Do ' s and Don ' t ' s 

11:00 - Makeup - 

11:45 - Lirnch 
1:00 - Interviewing ~ 

March 25, 1988 

9:00 - Local Employers Speak - 

a. Kroger s - 

b. J C Penny Co. - 

c. Dow Coming Corp. - 

11:30 - Lunch 
1:00 - Individual Counseling - 



John Jenkins, 

Dept. of Employment Services 



Ann Fulkerson, 

Day Instructor 

State Voc. Tech. School 

Elizabethtown, Kentucky 



Beth Nickell, 

Public Relations & Special 
Services , 

Elizabethtown Community ColJege 

Joyce Higgs. 

Trend Setters 

Academy of Beauty Culture 

Slizabethtown, Kentucky 



Beth Cahaneyf 
Associate Professor 
Elizabethtown Community College 



Doug Wolz, Manager 
Warren Hickmont, Manager 
Troy Singer, Personnel 



Participators and Staff 



Id 
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/^p^ix VIII^ Student Data Sheet 



&r\mm data sheetj omm mmsm' REAOtfCss pi^qoiah 

, Case f^s^r 



{Last) 



(Middle) 



Address 



(Street) 



Sees K 



0«t# of Birth^ 



Last S^iool Crs^Hi Coisiiletad 



Refer rad by; 



^Hadlo 

^Arothar Student 



Nucd>er of Years Oat of S^u^l^ 

ce 



Cwssufilty Oroanliatlen 
"Adult Edueatfon Staff 
"Other 



Entrance Test Administered (Check) s 



Test Scares; TAKt Refld1n9|^ 
Tutor Assigned; 



Locator 
■^Affi E5 
"TAK H5 
tAK 05 



TM^ £6 
"tABE NS 
tAK 06 



Hath 



aAaaAA^a-iA»aaA4aaAA*^»A*AaAAiAajifAAjia*aaaaM»«MtaaAA4ifcAJi*i^j i A^ 

Date of Strati o n 

Total 'nstructlof^l Hours 



Reason for Separation COieek aHI app1leat»1e responsesi; 

Coffioleted (^jectlves 



naalih Reasons 

"CSil Id Care/F«iil1y Prohlems 
"^ransf^rtatlon Pr<^leins 
"\jnknown Reasons 



Moved 
^ack of Interest 
Other Known Reasons 



Participant Achievements {Circle all explicable response&h 



^Iffiporved ^Ic Skills for Personal Satisfaction end Increased Self -Confidence 
^Learm^ re^ for ^ first tlam 
U§rm^ Iteth Skills 

^Entered Another Education/Training Progr^ 

Obtained A Job 
iPlans to Cmttmai Education 
"Obtained First Or! vers License 
iJeveloped Initiative and Self -Assurance 

lisprovett Personal Ap^arance 
T.tamed l^roved Job Search Skills 

Jfteerulted Other Students 
]]?ead to Crand^lldrm For The First Time 



Exit Test Administered {Cheek} s 

Exit Test Scoresi TABEs Reading^ 
Additional Coffls^ntst 



TAIK ES 
"YASE MS 
tABE 05 



TA8E £S 
"TTASE MS 
"tASE 0€ 



Ha^i 



Student CosiMntsi 



fiLC^87»O0 
flev«g|«02 



29 



Appendix DC, Participant History 



Name: 



Date: 



PARTICIPANT HISTORY 

Directions for interviewer: Please circle the number of the item that 
applies . 

1. Are yott able to read 

a. Fairly well d. Don't know 

b. Not very well e. Refused 

c. Not at all 



2. Are you able to read the following? 





VERT 


FAIRL7 


NOT VSR? 


NOT AT 












Road slona 
Order forms 
cataiooaes 
snop siqns • 

bixifioaras 

Inventory lists 
warnin<y signs 

kedicine xaoeis "~ 

Toaa labels 

.Ciptidno labels 

Job apOiicatiOtt"Toiral"" 

otner ronas 

^ne newspaper 
— aesdiines 










Feature stories 
Editorials 
cemics 
Sports n^^B 

Oiamer^ial advertisinc 
Classified advertisinc 

Hagasine articles 

Hagasine stories 
,Healtli care paxcpblets 

aow-to directions 

aunic mail 

areatisc cards 

Personal letters 
Business letters 
Toofss 
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V&KX 
MIPT T 




NOT VERY 


NOT AT 

R T 1^ 












How— 








































If CSP 










t?^^^ ft^y^ jii^^^ui 


















































suxx«e44Ei tMara notices 










«7ot> mmauaia 




















7iS6 sciiedules 










1 ft CUk m <mi^\M 










aloollcatilaaa 

^^^1 ^» ^^^^^^^^ ***II^IF«*^* 










!i;o£oriBat:xo& on ocAer 
. £ora8(. Insurance, medical) 










Fersonax iettars 










Business letters 










, JoH applicatiCtt letters 










TSffxa.es or Joamais 










Notes 










Reoorts 























1 1 i 












WMWiMi^fr mnm9mj^%m ^^tmm^mh*Wf& 










Sxvft cosxect ohancra 




















React time scuecitties 










"ITount inventory items 










use a calculator 










Use the metric syst«»a 










Read nxiia 










write cfiecKs 










gaiance a checkbooi^ 
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. Have you asked others to help you read and write things? 
a, yes b. no 

4.. Are you currently working? 
a. yes b« no 

5 . How many hours a week do you work? 

6. During the time since you left schoc*, what portion of the time 
have you been e^loyed? 

a. All of the time 

b. Most of the time 

c. About half of the time 

d. Less than half of the time 
a. Very little of the time 

f . Not at all 

7. Are you currently employed full-time, part-time, or not ei^loyed? 

a. Yes, full-time 

b. Yes, part-time 

c. No, not ea^loyed 

J . Are you seeking a different job? 
a. Yes b. No 
Why? 



What type of job? 



32 



OLDER WORKEH PHOPILES 

NAME! Nettie Wilson — Northern Kentucky Center 
AGE: 73 

FORMAL EDOC^TIONj a few months 

REASON FOR EJ^ROLLING: After staying home from school to help care 
for her sick luotfaer and three younger children, Nettie married and 
cared for her own family, also working outside the home as a dish- 
washer and housekeeper. Her goal at the Older Worker Readiness 
Center is to learn to read, write, understand math, and eventually 
find a job in a daycare center. 

PARTICIPANT COMMENT: "You have nc idea how embarrassing it is when 
you're with a group and they ask you what you think about this [a 
written text] . I have to pretend I know what it says. Now I can 
figure out signs and work out words that I couldn't before. . . . 
I can read some of the newspaper now. , . . it's great . I've 
learned so much since I've been here. And I'm going to keep on 
learning, too. " 

NAME: Orbin Vanover — Somerset Center 
AGE: 71 

FORMAL EDUCATION: second grade 

REASON FOR ENROLLING; Mr. Vanover always had a desire to learn, 
but in the process of working as a coal miner and rearing a 
family he felt that he didn't have the time. He wants to learn 
to read, to write his own checks , and to find a part-time job. 

PARTICIPANT COMMENT: "You sure are helping me. I can't wait to 
learn. At night I study on those books, and then I get tired and 
play with the dog; then I think I'd better get back on those 
books. Now I can recognize a lot of words without stopping and 
spelling them out. Now I can add and subtract and even multiply 
some . " 

NAME: Raymond Goodman— Elizabethtown Center 
AGE: 58 

FORMAL SCHOOLING: ninth grade 

REASON FOR ENROLLING: The Lincoln Trail Area Development Center 
(Title V Program) referred Mr. Goodman and another man for a 
job as an inventory clerk. Since the position required math 
and record keeping skills, the Elizabethtown Older Worker 
Readiness Center was asked to test both men in order to deter- 
mine which was better qualified. Although Mr. Goodman's scores 
were higher (7.0 in reading and 7.2 in math) , the employer 
requested additional training, especially in math, to insure 
satisfactory job performance. The Older Worker Readiness Center 
tutor designed a reading and math curriculum for Mr. Goodman 
related to specific skills needed for his new job. (After 48 
hours of tutoring, Mr. Goodman ' s retest scores were 9.8 in 
reading and 10.9 in. math.) 

PARTICIPANT COMMENT: "I feel more confident in my math work and 
in myself. I got started reading here, too. Now I like to read 
on my own." 
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Governor's Commission on Literacy 



Members 



MartmLBeU^CIsair 
Looisvilk Partnership 

Jane KL Beshear, Vice-C3xair 
Kentucky Foundation for Uteraqr 

Jim Nelson 

Kentudcy Department for libraries & Ardiives 
Sharmi Perry 

Kentucky Department for Social Insurance 

Charles Fun- 
Kentucky Department for Empioyment Service 

Sandy Welch 

KentucJky Educational Television 

Norma W.Johnson 

Kentucky Office of Volunteer Servi<^ 

The Honorable William Froehlich 
County Juc%es Association 

The HoacNrabie Keith Kelly 
Mayor of Wickliffe 

Betty Wehner 
Kentucky PTA 

Judy Dailey Thomas 
Ashland Oil Foundation 

Sharon Darling 

Kenan Family Literac oject 

Margy Johns 

Somei^t Community College 

Mary Gcmtiey 
Sf^dii^ University 



Leonard McCoy 

WUHaQ^bm^ Board of Education 

Thomas Johnston 
Kentucky AHwOO 

Jeaneite M. Cawcmd 
Coof^rative Chri^ian Ministry 

Becky Horine 

Council on I^her Education 

Bruc^ K. Davis 
Kentucky Bar A^ocimion 

JefifEger 

Kemcky Chamber of Commerce 
Bettie Weyler 

Kentucky Education Association 

John McCauley 
Kentucky L^bor Cabinet 

Patsy Wallace 

Kentucky Department of Economic Development 

Edward L HoUomy 
Associated Industries of Kentucky 

MarySchurz 

Kentucky Press Association 
John Bush 

Kentucky Coundl of Churdies 
Richard Day 

Fayette County Board of Education 
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